C-668

cl RECORDS RETENTION AND DISPOSAL SCHEDULE Page ///
. No, 1 of 3
Agency Division
St. Mary's County Finance - Data Services
Item
No. Description Retention
1. Chart of Accounts
Printout by Accounty number identiftying names PERMANENT. Retain in office
and subdivisions of each account number., This is the| until superceded. Transfer
key to the accounts system. older versions to County
Records Center and Archives*
2. General Ledger

Prior to 1963 the General Ledgers give the year and
month, the account number and title of the account
with monthly posting and totals carried forward.
After the introduction of punched cards and printouts
in 1963, the ledgers have been arranged by account
number and title of the account, the amount with
totals carried forward, the annual budget
authorization and the net difference with totals
carried forward. After 1989 the printouts for the
General Ledger became summaries with detailled
information now residing in the following reports:
Accounts Activity Report, Trial Balance Report and
Disbursement Journal (items 3-5),

Accounts Activity Report

Detailed report of activities in each account
administered by the County Finance department listed
by Account Number. Includes disbursements and
revenues. Issued monthly and with ! yearly report.
Prior to July 1989 this report was known as Detail
Budget Report.

Trial Balance

Listing containing cash trial and trial balance sheets
for bank accounts. Accounts are listed by number,
name, beginning balance, and ending balance. Reports
are issued monthly. This detailed information

on bank accounts is not contained in the General
Ledger.

PERMANENT. Retain in office
3 years, thereafter transfer
to County Records Center and
Archives*

PERMANENT. Retain in office
3 years, thereafter transfer
to County Records Center and
Archives.*

PERMANENT. Retain in office
3 years, thereafter transfer
to County Records Center anc
Archives.*
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-668
KEECURDS RETENTLON AND DISPOSAL SCHEDULL ¢

(Continuation sheet) Page
) No. 2 of 3
Description Retention

Disbursement Journal .
Printout listing all disbursements/expenditures by PERMANENT. Retain in office
County Finance Department. Gives check number, 3 years, thereafter transfer
payee, date, amount and account number. This report to County Records Center and
provides detailed backup for summaries in the Archives.
General Ledger,
Expenditure Guideline in Detail
Printout listing all payments made by County PERMANENT. Retain in office
Departments in monthly accumulations. Report 3 years, thereafter transfer
identifies expenditures and budget adjustments in to County Records Center and
detail. Archives.
Cash Receipts and Disbursement Journals
a. Reports for 1949-1954 a. Retain PERMANENTLY.*

During this period of time the General Ledgers

are missing and the Cash Receipts and Disbursement

Journals are the only available records of final

entry.
b. 1955 - 1963 Reports .| b. Destroy,

Cash Receipts and Disbursement Journals were

maintained until 1963 and the implementation of

a punched card system,.
Printout Reports ,
Disbursement Edit Listing by Line Item Number Retain 2 years or until all

. audits completed, whichever
is later, thereafter destroy.

Disbursement Edit Listing/Disbursement Authorization Same as Item §.

Revenue Guideling ' Same as Item 8.
Receipts Register Same as Item 8.
Receipts Edit Listing/Receipts Authorization Same as Item 8,
Receipts Edit Listing by Line Item Number Same as Item 8,
Check/Warrent Ledger Same as Item 8,
Schedule of Bills Payable by County Commissioners Same as Itef é. ’
Open Encumbrance Calendar/Encumbrance Edit List Same as.Item 8.
|Open Encumbrances by Account and P.0. Number Same as Item 8.
Budget Amendment Edit Listing & Authorization Same as Itemvg.

Budget Amendments Journal Entry Same as Item 8.




KELCUKDS KRETLNTLUN AND DISPFOSAL SCHEUULL C-668
- (Continuation sheet) -
Page
No, 3 0f 3
em
‘ Description Retention

Transaction General Ledger

Journal Entries Edit Listing by Line Number

Payroll Interface/Journal

‘Manual Checks

Bank Reconcilations

CaghReceipts & Journal Entries

Same as Item 8.
Same as Item 8.
Same as Item 8.
Same as Item 8.
Same as Item 8.

Same as Item 8.

*If no County Archives is
maintained, transfer to
State Archivesic.ui o,
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IHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FOfM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

St. Mary's County

Finance

REVISED RECORD SERIES. FORWARD 72785 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 278 -
pace | oF /2‘/
(DGS 550-1) JESSUP, MARYLAND 20794
EFARTMENT / AGENCY 2. DIVISION 3. WNIT

Data Services

PEFINITION-RECORD SERIES-

A GROUP OF RELAT&D RECORDS NORMALLY FILED

}
| 4. RECORD SERIES TITLE
: Chart of Accounts

REFERENCE AS WELL AS RETENTION AND D)ISPOS

AND USED A8 A UNIT FOR
ITION PURPOSES
$. EARLIEST YEAR/LATEST YEAR

1989~ TO

8.

to the accounts system.

‘IN 'PHE SERIES.

Printout by Account number identifying names of each account.

D (] (-] DOC 8 /| FORMS -]
RECORD SERIES DESCRIPTION (BRI'FLY ESCRIBE THE TYPES OF INFORMATION/ UMENT / FOUN
’ INCLUDE THME PURPOSE OR FUNCTION OF THE SEFt ES)

This is the key

7. RECORD SERIES FORMAT(S)
D LETTER Si1ZE O MICROFILM
0 LEGAL SIZE 0O COMPUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
L% OTHER( SPECIFY)

printout in binder

8. RECORD SERIES SEQUENCE
xR ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

%% FILE DRAWER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

.25
NUMBER

10. ANNUAL ACCUMULAT ION
X® FILE DRAWER(S)
.25 O MICROFILM REEL(S)
RGNERR O COMPUTER TAPE(S)
O oTHER({SPECIFY)

1

i 11,

FILE IS USED 2. FlLE BECOMES INACTIVE AFTER
xR DAILY 0 wEEKLY O MONTHLY Jﬁgﬂ' D MONTH(S) x® YEAR(S)
' 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Governmental Center - Data Services Office

fi® vyEs, sPpECIFY raFNCcY OR OFFICE)
0 YES JH NO

15. ACCESS RESTRICTIONS

0 YES
(ir vyes, civeE LAW(B) & REGULATION(S)

BNO

16. AUDIT REQUIREMENTS

XX NONE O STATE O FEDERAL O INDEPENDENT

17, IS AN INDEX SYSTEM USED?! (1r YES.EXPLAIN
BEIEPFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

O YES Qx NO

18. RECOMMENDED RETENTION

Permanent. Retain in office until superceded
or revised. Transfer superceded-copy to
County Records Center and Archives. '

‘.NAW; AND TITLE OF PREPARER
J. Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21, DA'I'Ej
6/22/90

DGS 3550-4 (REVISED 2/87)




IHOTRYCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES., FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace _4+ or 29

—‘EPARTMENT /AGENCY

St. Mary's County

2., DIVISION

Finance

3. WNIT

Data Services

DEFINITION- RECORD SERIES - A GROUP OF RILAT!D RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
. General Ledger

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFPOBES

AND USED AS A UNIT FOR

5. EARLI1EST YEAR/LATEST YEAR
1982=__ TO

1 6.

‘IN PHE SERIES.

Printout listing of revenue and expenditure activities for County.
detailed information on accounts has been printed in other reports, leaving the
General Ledger as summary data.

R PE N FORMS FOUND
RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUME Ts/
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Since 1982

7. RECORD SERIES FORMAT(S)
O LETTER SIZE DU MICROFILM
O LEGAL SI1ZE O COMFUTER TAPE

BOOK U FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
‘;{XOTI'ER(SPECIF'Y)

printout in binder

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMER]CAL
x& CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

8. VOLUME

¥k FILE DRAVWER(S)
5 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUNBER 0 orirp(sPECIFY)

10. ANNUAL ACCUMULAT ION
X¥X FILE DRAWER(S)
1 0O MICROFILM REEL(S)
ROWMBERE O COMPUTER TAPE(S)

O OQTHER(SPECIFY.)

{11 piLE 1S useD 12. FILE BECOMES INACTIVE AFTER
O palLY O WEEKLY MONTHLY 3 O MONTH(S)  x3P YEAR(S)
x& _RURBER
* 13. CURRENT LOCATION(S) (BLDG,,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
- bir vyes, sPpECIFY r4aENCY OR OFFicCE)
Governmental Center - Data Services Office :XKYES O NO Disbursement Journal & Account
Actlivity KReports
15. ACCESS RESTRICTIONS C YES )& NO 16. AUDIT REQUIREMENTS
(17 ves, ci1TE LAW(B) & REGULATIONIS) Count
O NONE O STATE O FEDERAL XX INDEP NT
17. IS 1 u Y ED
IS AN INDEX SYSTEM USED?! (1Fr YES.E)PLAIN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )
. Permanent. Retain in office 3 years, .y
k]
O YES ¥k NO thereafter transfer to County»REchdéA %
Center and Archlves.- [T R
e r’{ # *
‘u oo 4
- |
. Lt « *
4 R o 4
J‘; .. i
‘ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE R %

J. Blodgett

(301) 475-7844

|3 [ b

6/2,2 /9\0 o .v:-,of-ﬂﬂ’"'"'m )

DGS 550-4 (REVISED 2/87)

wers




IHSTRYCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

7273

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

P.O., BOX 273

AGENCY RECORDS INVENTURY

2o 2l

: PAGE
(DGS 880-1) JESSUP, MARYLAND 20794
EFARTMENT / AGENCY 2. DIVISION 3. INIT
St. Mary's County Finance Data Services

DEFINITION-RECORD SERIES-

| 4. RECORD SERIES TITLE

Accounts Activity Report

A GROUP OF RILAT&_D RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WNELL AS RETENTION AND DISPOS|TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
July 1989- To

) o ON /DOC NTS /FORMS PFOUND
| 6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/ UM /

BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
#XOTHER( SPECIFY)

printout in binder

xR CHRONOLOGICAL
D GEOGRAPHICAL

O OTHER(SPECIFY)

THE SERIES. INCLUDE THE PURPOBE OR FUNCTION OF THE BEFRIES)
Detailed report of activities in each account administered by the County by Account
Number. Includes disbursements and revenues. Issued monthly and with 1 yearly
report. Prior to July 1989 report was known as Detail Budget Report.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
piov:
D LETTER SiZE D MICROFILM D ALPHABETICAL FILE DRAWER(S)
D MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL 5 O COMPUTER TAPE(S)
NUMBEW
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
X® FILE DRAWER(S)
5 O MICROFILM REEL(S)

ROMEPR O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

1

i 11,

12,

FILE 1S USED FILE BECOMES INACTIVE AFTER
0 pAlLY D WEEKLY X® MONTHLY m D MONTH(S) x® YEAR(S)
© 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
tim vyeEs, sPECIFY sraENCY OR OFFicE)
Governmental Center — Data Services Office 0 YES x:8 NO
15. ACCESS RESTRICTIONS 0 yEs X¥ nNo 16. AUDIT REQUIREMENTS
(1" vyes, ciTve LAw(8) & REGULATION(S)
' O NONE O STATE O FEDERAL @y PRBESShmenT
o1 I L E>:
17 S AN INDEX SYSTEM USED?T ((r YES.EXPLAIN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE/BOFTWARE ) .
' ' ’ Permanent. Retain in offlce 3 years, thereafter
QO yEs BX NO

transfer to County Records Center and Archives.

\

‘NAME AND TITLE OF PREPARER 20.

J. Blodgett/County Archivist

TELEPHONE NUMBER

(301) 475-7844

21. DATE

6/22/90

DGS $50-4 (REVISED 2/87)




INSTRYCT I QMG -

-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE
{DGS 880-1)

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTURY

JESSUP, MARYLAND 20794 Pace _fi__,or *éz:L
-“IikPARTMENT/AGENCY 2. DIVISION 3. UNIT

St. Mary's County Finance Data Services
DEF INIT I ON - RECORD SERIES'A GROUP OF R!I.AT&D RECORDS NORMALLY WILED

AND USED AS A UNIT FOR

RECORD SERIES TITLE '

1
} 4.
| Trial Balance

REFERENCE AS BELL AS RETENTION AND DISPOS

ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

July 1989 -T0 _______

IN THE SERJES,

General Ledger.

(-] ON /D N FORMS FOUND
RECORD SERIES DESCRIPTION (DRIKPLY DESCRIBE THE TYPES OF INFORMATION/DOCUME TB/

INCLUDE THE PURPOSE OR FUNCTION OF THE OEPIES)

Printout containing cash trial and trial balance sheets. Accounts are listed by
Number, Name, beginning balance, actual balance, and ending balance. Reports
are issued monthly. This information on bank accounts is not contained in the

7. RECORD SERIES FORMAT(S) 8.

O LETTER SIZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

$xOTHER( SPECIFY)

printout in binder

RECORD SERIES SEQUENCE
0 ALPHAEETICAL
0 NUMERICAL

XR CHRONOLOGICAL,

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
xR FILE DRAWER(S)
O MICROFI1LM REEL(S)
.25 O COMPUTER TAPE(S)
NUMBER G o\ b p(SPECIFY)
10.

ANNUAL ACCUMULAT 1ON

XB FILE DRAWER(S)

.25 O MICROFILM REEL(S)
RUWEPR U COMPUTER TAPE(S)
O OTHER(|SPECIFY )
|11 pie 1s useD 12. FILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY XX MONTHLY 3 O MONTH(S) RXYEAR(S)
 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14,

Governmental Center - Data Services Office

1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, speEcIrY sraENcY OR oOFrFicE)
D YES & NO

15. ACCESS RESTRICTIONS C YyEs fKNO 16. AUDIT REQUIREMENTS
(1t vyes, cITE LAW(SB) & rREGULATION(S) Count
o NONE D STATE D FEDERAL x& INDEP NT
o ND
17 & AN INDEX SYSTEM USED? (tr YES.E)XPLAIN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIEBE ANY HARDBARE/BOFTVH\RE)
. : Permanent.
D yEs XB No

Retain in office 3, yeans”"‘i
thereafter transfer- t‘ County,Réco;@ i
Center and Archlves.L 2N B ;

<
3
'

)

! cathn b i
¢ 3
'NANE AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21, RPATE X e :';\
J. Blodgett/County Archivist (301) 475-7844 6/22/90 . "
S e o
DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : T
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERJES., FORWARD 727% WATERLOO ROAD
WITH CORDS 10N .0, BOX '

RECORDS RETENT SCHEDULE P 278 PAGE 6 oF 3,({
(DGS 8380-1) JESSUP, MARYLAND 20794
—‘EPARTMENT/AGENCY 2. DIVISION 3. WNIT
St. Mary's County Finance Data Services

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
Disbursement Journal July 1989 -1o ______

PEFINITION-RECORD SERIES-

BRIKFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND

i 6. RECORD SERIES DESCRIPTION |
IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE BERIES)

Printout listing all disbursements/expenditures by County. Gives check number,
payee, date, amount, invoice number and account number. This information provides
detailed backup for summaries in General Ledger.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X
O LETTER SIZE U MICROFILM 0 ALPHAEBETICAL X FILE DRAWER(S)
. O MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE C NUMERICAL . /5 O COMPUTER TAPE(S)
NUMB!F
BOOK U FLOPPY DISK B CHRONOLOG | CAL, . O OTHER(SPECIFY)
AUDIO TAPE DO VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULATION
Xk OTHER( SPECIFY) O OTHER(SPECIFY) X FILE DRAWER(S)
. . . 1 D MICROFILM REEL(S)
printout in binder RUWSER 0 COMPUTER TAPE(S)
0 OTHFR({SPECIFY)

{4V pILE IS USED 12. F|LE BECOMES INACTIVE AFTER
O palLY 0 WEEKLY XX MONTHLY NU&E!W 0 MONTH(S) X YEAR(S)
" 13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
tir ves, spEciFY saENCY OR OFFicE)
Governmental Center - Data Services office q‘YEs * No
15. ACCESS RESTRICTIONS 0 vyes AXnNo . 16. AUDIT REQUIREMENTS
{1r yes, ciTE LAW(8) & rREGULATION(S) Count

O NONE O STATE DO FEDERAL £k INDEP

17. IS AN INDEX SYSTEM USED? (1pr YES.E)PLAIN

. 18. RECCMMENDED RETENT JON
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Permanent. Retain in office 3 years,
thereafter transfer-to County Records Center
and Archives.

0 yEs ¥ No

' NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. pA"riz"'

J. Blodgett/County Archivist (301) 475-7844 6/22/90

DGS 550-4 (REVISED 2/87)



INSTRUCTIGNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 PAGE CD OF &bf
(OGS 880-1) JESSUP, MARYLAND 20794
1EPARTMENT/AG£NCY 2. DIVISION 3. UNIT
St. Mary's County Finance Data Services

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY F]LED
REFERENCE AS RELL AS RETENTION AND DISPOS|TION PURPQEES

AND USED A8 A UNIT FOR

; 4. RECORD SERIES TITLE

Expenditure Guideline in Detail

5. EARLIEST YEAR/LATEST YEAR
July 1989 - ro

i 6. RECORD SERIES DESCRIPTION |
. N THE SERIES.

cumulations.

BRIEFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

INCLUDE THE PURPOBE OR FUNCTION OF THE SEFIES )

Computer printout listing all payments made by County Departments in monthly
Report identifies expenditures and budget adjustments in detail.
Prior to July 1989, this report was incorporated in the Revenue and Expense Report.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O LETTER SIZE O MICROFILM O ALPHABETICAL x# FILE DRAWER(S)
. O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE 0O NUMERICAL .50 O coMPUTER TAPE(S)
NUMB
BOOK O FLOPPY DISK HX CHRONOLOG I CAL . D OTHER(SPECIFY)
o o
AUDIO TAPE VIDEO TAPE GEOGRAPH ! CAL 0. ANNUAL ACCUMULAT ION
BOTHER( SPECIFY) 0 OTHER(SPECIFY) XX FILE DRAWER(S)
75 O MICROFILM REEL(S)
printout in binder m 0 cOMPUTER TAPE(S)
O OTHER({SPECIEY)
| 11 piLe 1S usED 12. FILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY ®E MONTHLY m O MONTH(S) ¥k YEAR(S)

* 13, CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM)
Governmental Center - Data Services Office

1S RECORD SERIES DUPL |CATED ELSEWHERE?
t{i1® vyEs, sPECIFY rGENCY OR OFFiCE)
0 yEs *& No

14.

ACCESS RESTRICTIONS 0 vyes X no
{1r vyEs, ci1TE LAW(SB) & rREGULATION(S)

16. AUDIT REGUIREMENTS
County
O NONE O STATE U FEDERAL XX INDEPENDENT

IS AN INDEX SYSTEM USED?! (1r YES.E)PLAIN
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

17.

18, RECOMMENDED RETENT ION

Retain in office 2

Pttt

Permanent. years,
AL TT REVS e

X h e
0 YEs XXpno transfer to County RecorﬁSQCthqpﬁgggy%r €3
g. LI 'l*..R & };n f‘"*d"ti.}’ i i
¢ !
3 PiT ;
@ f’
NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE§ o §
<ARg] o
b, o
J. Blodgett/County Archivist (301) 475-7844 6/22/9 _ T

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : s
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES., FORWARD 7278 WATERLOO ROAD
Wi S .0. -
TH RECORDS RETENTION SCHEDULE P BOX 278 PAGE -7, oF Q(./
(DGS 580-1) JESSUP, MARYLAND 20794
‘PARTMENT/AGENCY 2. DIVISION 3. UINIT
St. Mary's County Finance Data Services

DEFINIT I ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNI!T FOR
REFERENCE AS WELL AS RETENTION AND DISPOBITION PURPOSES

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
Disbursement Edit Listing by Line Item Number July_1289 -ro

D
6. RECORD SERIES DESCRIPT ION (DRIIPI..Y DESCRIBE THE TYPES OF INFOMTlON/DOCMNTB/POM FOUN
THE SERIES. . INCLUDE THE PURPOSE OR PFUNCTION OF THEK SEFIES )

Computer printout of disbursements or expenditures keyed into system. Used for
verification and editing of data entries.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHAEETICAL X8 FILE DRAWER(S)
0O MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE 0 NUMERICAL .50 D COMPUTER TAPE(S)
NUM
BOOK O FLOPPY DISK XE CHRONOLOGICAL . O OTHER(SPECIFY)
a] o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULAT ION
BxOTHER( SPECIFY) 0 OTHER(SPECIFY) x%¥ FILE DRAWER(S)
. .50 O MICROFILM REEL(S)
~printout in binder RONEER O COMPUTER TAPE(S)
' D OTHER|SPECIFY)
P10 pie 1s used 12. FILE BECOMES INACTIVE AFTER
0 pAILY O WEEKLY EXMONTHLY 2 O MONTH(S) X8 YEAR(S)
RUVBEH
' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?
ti1r ves, speEciIFY raENCY OR OFFicE)
Governmental Center - Data Services Operator x¥% YES 0O NO Disbursement Journal
15. ACCESS RESTRICTIONS O YEs Tno 16. AUDIT REQUIREMENTS
(1" ves, c1TK LAwW|S) & rREauLATION(S) County

O NONE 0O STATE 0O FEDERAL *&@ |INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (1r YES.E)PLAIN

18, RECOMMENDED RETENT ION
BRIEFLY AKD DESCRIBE ANY HARDWARE/SOFTWARE )

Retain 2 years or until audits completed,

(a] 8% X . .
YES NO whichever is later, thereafter destroy.

' NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

J. Blodgett/County Archivis} (301) 475-7844 6/22/90

DGS 350-4 (REVISED 2/87)




INSTRYUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
PAGE ? OF gq
(DGS 880-1) JESSUP, MARYLAND 20794
—lI'EPARnENW/AGENCY 2, DIVISION 3. wNIT
St. Mary's County Finance Data Services

DEF INIT | ON - RECORD SERlEs.A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

! 4, RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFPOSESN

Disbursements Edit Listing/Disbursements Authorizations

5. EARLIEST YEAR/LATEST YEAR
July 1989 - TO

| 6. RECORD SERIES DESCRIPTION ‘BRIIFLY DEBCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

‘IN ‘THE SERIES,.

INCLUDR THE PURPOSE OR FUNCTION OF THEK BEFIES |

Printout of the information in the Disbursements Journal in varying formats with
entries listed by date. Used as backup to Disbursements Journal.

O LETTER SIZE O MICROFILM
O LEGAL S1ZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

£ OTHER( SPECIFY)

printout in binder

O ALPHAEETICAL
D NUMERICAL

£ CHRONOLOG | CAL,
O GEOGRAPHICAL

0 OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

X% FILE DRAWER(S)

75 O MICROFILM REEL(S)

: O COMPUTER TAPE(S)
RURBER 0 oripr(sPECIFY)

10. ANNUAL ACCUMULATION
x¥ FILE DRAWER(S)
1 O MICROFILM REEL(S)
RUWBER O COMPUTER TAPE(S)

C OYHER(SPECIFY)

L1 prie 1s usep

O palLy 0O WEEKLY

H MonNTHLY

12. FILE BECOMES INACTIVE AFTER
2 O MONTH(S) XE YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Governmental Center - Data Services Office

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

(1" vyES, SPECIFY saENCY OR OFFicCE)
x@ YE8 0O NoDisbursements Journal

15. ACCESS RESTRICTIONS O YES XXNO
(sw vyes, ciTE LAW(B) & rREGULATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FECERAL x® 1NKBEBENDENT

17. IS8 AN INDEX SYSTEM USED?! (1F vES.E>PLAIN

BR:IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0 yes ¥ nNo

18. RECOMMENDED RETENT ION

Retain in office 2 years or until audits
completed, whichever is later, thereafter
destroy.

Lot

' NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER ' 21. “PAT:E s
: 1 N ' 4
J. Blodgett/County Archivist (301) 475-7844 6?22/90 : R

DGS 350-4 (REVISED 2/87)

s
e tf
v



INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 850-1)

‘DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 2079%4

AGENCY RECORDS INVENTORY

PAGE ﬂ_ oF 24

‘EPARTMENT/AGENCY 2. DIVISION

St. Mary's County Finance

3. UNIT
Data Services

DEF IN1T ! ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

i Revenue Guideline

REFERENCE AS WELL AS RETENTION AND DISPFOS|TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
July 1989 -og

| 6. RECORD SERIES DESCRIFTION (BRIKF’LY DEBCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND

‘IN TFHE SERIES.

INCLUDE TME PURPOSE OR PUNCTION OF THK SEFTES)

Computer printout listing by department, fund and account number monthly cumulations
of receipts. Includes information on Adopted Budget and Revised Budgets amounts.
to July 1989 this report was incorporated in the Revenue and Expenditure Report.

Prior

O LETTER SIZE O MICROFILM

O LEGAL SIZE O COMFUTER TAPE

BOOK 0O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

£k OTHER( SPECIFY)

printout in binder

O ALPHABETICAL
O NUMERICAL

XX CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

X FILE DRAWER(S)
D MICROFILM REEL(S)
.23 D COMPUTER TAPE(S)

NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
B FILE DRAWER(S)
.25 O MICROFILM REEL(S)
ROMBPR O COMPUTER TAPE(S)

0 OTHER(SPECIEY)

| ¥1. piLe 15 usED

O pAILY 0 WEEKLY XX MONTHLY

§2. FILE BECOMES INACTIVE AFTER
2 O MONTH(S) XX YEAR({S)

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Governmental Center - Data Services office

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, srEciIFY raENCY OR OFFiceE)
0O YEs XX NO

15. ACCESS RESTRICTIONS 0O ves *no
(1r vyes, ci7TE LAW(B) & REGULATION(S)

16.-AUDIT REQUIREMENTS

O NoNE O STATE O FEDERAL % 1KBEPENDENT

17, IS AN INDEX SYSTEM USED? (I1r YRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

0 vyes B nNno

18, RECOMMENDED RETENTJON

Retain 2 years or until audits completed,
whichever is later, thereafter destroy.

'NAME AND TITLE OF PREPARER 20.

J. Blodgett/County Archivist

TELEPHONE NUMEER

(301) 475-7844

21. DATE

6/22/90

DGS 350-4 (REVISED 2/87)

1



IHSTRUGTIGHNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . AT
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIJES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 2738 4
PAGE oF 2
(DGS 880-1) JESSUP, MARYLAND 20794 "LL —
EFARTMENT / AGENCY 2. DIVISION 3. UNIT
St. Mary's County Finance Data Services

DEF INITION -RECORD SERIES.® 9FOYP OF RELATED RECORDS NORMALLY FILED AND USED A8 A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
July 1989 - 4o

Receipts Register

. D
| 6. RECORD SERIES DESCRIPTION (PR!EFLY DESCRIBE THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUN
‘IN FHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION COF THE SERIES)

Computer printout listing all receipts paid to the County with receipt no., amount of
money, account number and fund. Report printed monthly providing year to date
cumulations. Prior to July 1989 this report was known as the Receipt Ledger.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHABETICAL XL FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL .30 0 coMPUTER TAPE(S)
NUMBE® o orymr(SPECIFY)
BOOK 0O FLOPPY DISK # CHRONOLOG I CAL
u)
AUDIO TAPE 0O VIDEO TAPE GEOGRAPH I CAL 0. ANNUAL ACCUMULAT ION
Q PTHER( SPECIFY) D OTHER(SPECIFY) X% FILE DRAWER(S)
_ .75 O MICROFILM REEL(S)
printout in binder ROWGER 0 COMPUTER TAPE(S)
’ O OTHER(SPECIFY)
| 11 piLe 15 useD 12. FILE BECOMES INACTIVE AFTER
O DALY O WEEKLY X MONTHLY 2 0O MONTH(S) X YEAR(S)
_RUNEER.
: 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vzzg SPECIFY 2.GENCY OR OFFICE)
Governmental Center - Data Services office O-YES NO
15. ACCESS RESTRICTIONS 0O YES XXNO 16. AUDIT REQUIREMENTS
(1r vyes, ci17TE LAW(B) & REGULATION(S) ' Count

D NONE O STATE O FEDERAL XX INDEP

17. 1S AN INDEX SYSTEM USED? (1r YES.E>PLAIN

18, RECOMMENDED RETENT JON
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

Retain 2 years or until audits completed,

0 YES RX NO whichever is later, thereafter destroy.
.. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
J. Blodgett/County Archivist (301) 475-7844 6/22/90

DGS 550-4 (REVISED 2/87)



IHSTRUSTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD

WITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278

AGENCY RECORDS INVENTORY

2LH
(PGS 880-1) JESSUP, MARYLAND 207%4 PAcE ‘“ oF
EFARTMENT / AGENCY 2. DIVISION 3. WNIT
St. Mary's County Finance Data Services

DEF INIT}ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

' Receipts Edit Listing & Receipts Authorization

REFERENCE A$ WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
July 1989 - To

| 6. RECORD SERIES DESCRIPTION (URIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM FOUND

‘IN FTHE SERIES.

formats. Entries are listed by date.

INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES )

Computer printout using the same information as the Receipts Register in different

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM

8. RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL

VOLUME

x® FILE DRAVWER(S)
O MICROFILM REEL(S)

O LEGAL SIZE O COMFUTER TAPE O NUMERICAL .30 b coMPUTER TAPE(S)
' NUMBER o
BOOK 0O FLOPPY DISK XB CHRONOLOGICAL . OTHER(SPECIFY)
AUD1 APE O 'APE a OGRAPH | CAL
e VIDEO T & ! 10. ANNUAL ACCUMULAT ION
HXOTHER( SPECIFY) 0 OTHER(SPECIFY) 3 FILE DRAWER(S)

printout in binder

75 O MICROFILM REEL(S)
KRGMGPE C COMPUTER TAPE(S)

!
I1. piLE 1S USED

O pAlLY O WEEKLY BXMONTHLY

0 OTHER(SPECIFY}
FILE BECOMES INACTIVE AFTER

2 o xR
MONTH(S) YEAR(S)

12,

» 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Governmental Center - Data Services office

14, 18 RECORD SERIES DUPL ICATED ELSEWHERE?
tir ves, sPECIFY raENCY OR OFFicE)
£ YES D NO Receipts Register

15. ACCESS RESTRICTIONS 0 vyEs B*NO
{(1r ves, ci1TE LA®(SB) & REGULATION(S)

16, AUDIT REQUIREMENTS

O NONE O STATE 0O FEDERAL XXINDEPENDENT

17. IS AN INDEX SYSTEM USED?! (1r YRS.E)XPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0D yes & no

18. RECOMMENDED RETENT ION

Retain in office 2 years or until all audits
completed, whichever is later, thereafter
destroy. s

o ageTsaaTreEARTR T k
ERTUEER A
~ i a4

.
oo 2
\

el ~ N
. ) g ¥
), -

3
5 N

.. NAME AND TITLE OF PREPARER 20,

J. Blodgett/County Archivist

TELEPHONE NUMEER

(301) 475-7844

A

DGS 550-4 (REVISED 2/67)

6/22/90. .




INSTRUCTIGHNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O, BOX 278 [ Q_Mi
pace _[2 oF _H
(DGS 880-1) JESSUP, MARYLAND 207%4
EFARTMENT / AGENCY 2, DIVISION 3. WNIT
St. Mary's County Finance Data Services

DEFINITION -RECORD SERIES-® OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES :

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
‘ Receipts Edit List By Line Item Number July 1389 -vo

6. RECORD SERIES DESCRIFTION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN FHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Comluter printout of entries keyed in for Receipts paid to the County. Used for
verification of data entries. Information reprinted as Receipts Register,
Receipts Editing Listing & Receipts Authorization.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O LETTER SI1ZE O MICROFILM O ALPHAEETICAL IXFILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SI1ZE 0O COMFUTER TAPE O NUMERICAL 25 O COMPUTER TAPE(S)
NUMBER [ OTHER(SPECIFY)
BOOK U FLOPPY DISK B CHRONOLOG | CAL )
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
%X OTHER( SPECIFY) O OTHER(SPECIFY) ZXF|LE DRAWER(S)
.25 O MICROFILM REEL(S)
KROWSER O COMPUTER TAPE(S)
O OTHER({SPECIFY)

printout in binder

| 11.

. FILE 1S USED 12. F|LE BECOMES INACTIVE AFTER
' 2

O pAILY O WEEKLY B monTHLY O MONTH(S) RXYEAR(S)

. RUMBER
' 13, CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
' fir vyEs, spEciFrY raency OR OFrFicE)
Governmental Center -~ Data Services office XB YES D NO Receipts Register
15. ACCESS RESTRICTIONS O YEs XXNO 16. AUDIT REQUIREMENTS

(vr vyes, ciTe LAW(S) & REGULATION(S) ount
' ' O NONE O STATE O FEDERAL xIRBEE¥NDENT

17. IS AN INDEX SYSTEM USED?! (1r YRS.E)PLAIN

18. RECOMMENDED RETENT JON
* BRIEFLY AND DESCRIBE ANY HARDUWARE/SOFTWARE )

Retain in office 2 years or until audits

a p.¢ < . g .
YES NO completed, whichever is later, thereafter

destroy.
’ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE
J. Blodgett/County Archivist (301) 475-7844 6/22/90

DGS 350-4 (REVISED 2/87)




INSTRUCT 1GNNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

WITH S RE 10N P.O. BOX 278 al
RECORD TENT SCHEDULE 7 pace |3 or 2N
(DGS 580-1) JESSUP, MARYLAND 20794
EFARTMENT / AGENCY 2. DIVISION 3. wIT
St. Mary's County Finance Data Services

DEF INIT1ON -RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

! 4. RECORD SERIES TITLE

. Check/Warrant Ledger

REFERENCE AS WELL AS RETENTION_AND nlg:gﬁlllgu_gynggn;g

5. EARLIEST YEAR/LATEST YEAR
July 1989 -ro

. "o FOUND
| 6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPKS OF INFOMTION/DOCMNTB/ RMS

‘IN ‘THE SERIES.

and by check number.

Listing of all checks issued by County printed weekly.

INCLUDE THE PURPOSE OR PUNCTION OF THE SEFIES )

Checks are listed alphabetically

7. RECORD SERIES FORMAT(S) 8.
D LETTER SI1ZE O MICROFILM
O LEGAL SI1ZE

‘aompaoox

0O AUDIO TAPE

0 COMFUTER TAPE

O FLOPPY DISK
O VIDEO TAPE
XX OTHER( SPECIFY)

printout in binder

RECORD SERIES SEQUENCE $.
0 ALPHAEETICAL
0 NUMERICAL
X CHRONOL OG I CAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

x% FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
U OTHER(SPECIFY)

.25
NUMBER

10. ANNUAL ACCUMULAT ION

xf FILE DRAWER(S)
75 O MICROFILM REEL(S)

RUMEPE O COMPUTER TAPE(S)
O OTHER(SPECIEY)

|11 pree 1s usep ‘
O pAILY 0 WEEKLY X MONTHLY

12. p|LE BECOMES INACTIVE AFTER
2 O MONTH(S) RXYEAR(S)

p—

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Governmental Center - Data Services office

14, 18 R:ECORD SERIES DUPL ICATED ELSEWHERE?
‘tir vyES, sPEciFy sraEncy OR oOFFice)
X YES D NOoFinance division has actual checks

15. ACCESS RESTRICTIONS D YES XKNO
{ir ves, ciTeE LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

Count
O NONE O STATE O FEDERAL QXINDEPZNDENT

17. 1S AN INDEX SYSTEM USED?! (I1pr YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

O YEsS EX NO

18, RECOMMENDED RETENT ION

Retain 2 years or until audits completed,
whichever is later, thereafter destroy.

'. NAME AND TITLE OF PREPARER 20.

J. Blodgett/County Archivist

TELEPHONE NUMBER

(301) 475-7844

21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(PGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72783 WATERLOO ROAD

PAGE _L‘_i_ or DY

EFARTMENT / AGENCY

St. Mary's County

P.O. BOX 278
JESSUP, MARYLAND 20794
2. DIVISION
Finance

3. UINIT

Data Services

A GROUP OF RELAT&D RECORDS NORMALLY FI1LED

DEFINITION-RECORD SERIES-

| 4. RECORD SERIES TITLE

‘ Schedule of Bills Payable by County Commissioners

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

AND USED A8 A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
July 1989 =_ To

Commissioners.

IN THE SERIES.

o B
6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFORNATION/DOCUNENTS/FORM! FOuUN
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Printout used by County Commissioners to authorize payment of checks providing
alphabetical listing (by payee name) of all checks to be paid.
Prior to July 1989 this file was known as Expenditure Approval List.

Copy is signed by

7. RECORD SERIES FORMAT(S)
D LETTER SI1ZE O MICROFILM
O LEGAL SIZE U COMFUTER TAPE

BOOK D FLOPPY DISK
O AUD1O TAPE DO VIDEO TAPE
PLOTHER( SPECIFY)

printout in binder

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
x# CHRONOLOGICAL

VOLUME
X8 FILE DRAVWER(S)
O MICROFILM REEL(S)
D COMPUTER TAFPE(S)
O OTHER(SPECIFY)

.75

0 GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
x% FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)

O OTHER(SPECIEY)

10,

.75

FILE IS USED
O DAILY

{ 11,
D WEEKLY

12.

PXMONTHLY

R

FI1LE BECOMES
0 MONTH(S)

INACTIVE AFTER
x¥ YEAR(S)

i

¢ 13. CURRENT LOCATION(S) ‘BLDG. ,FLOOR.ROOM) 14. 18 R'ECORD SERIES DUPL ICATED ELSEWHERE?
t1r veS, SPECIFY 2.8ENCY OR OPFFICE)
Governmental Center O YEs O NO
15. ACCESS RESTRICTIONS Q YES B<NO 16. AUDIT REQUIREMENTS

(1" vyes, ci1TE LAW(B) & REGULATION(S)

County

O NONE O STATE O FERERAL RXINDEPENDENT

17.

0 YES 8X NO

1S AN INDEX SYSTEM USED? (1P vyES.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

whichever is later, Sﬁeﬁéé@@éwjé
v L2

RECOMMENDED RETENT ION

Retain 3 years or untilwaudigs completed,

LY

Ay, L

eSET OV sxm run
N “”:&)'«{.‘w ?
W4 ‘w#”ﬁ (

-

e g

E

k) ! “3'|' ’
-t 13

/ “ros :
i v . .

2
g i

’. NAME AND TITLE OF PREPARER

J. Blodgett/County Archivist

20. TELEPHONE NUMEBER

(301) 475-7844

21. DATE
[ Ve, .
; AR P §

6/22/90 " ruemn..

DGS 550-4 (REVISED 2/87)




INSTRYCT IGNS - - TYPE OR PRINT A
' SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOQX 278

({DGS 8B0-1)

JESSUP, MARYLAND 20794

PAGE _[_{_or __Z_‘_

2. DIVISION

1PARTMENT/AG£NCY

St. Mary's County

Finance

3. UNIT

Data Services

DEF INIT1ON - RECORD SERIES°A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED A8 A UNIT FOR

| 4., RECORD SERIES TITLE

~ Open Encumbrance Calendar/Encumbrance Edit List

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

S. EARLIEST YEAR/LATEST YEAR
July 1989 - To

) FORMS D
| 6. RECORD SERIES DESCRIPTION (BRIKFLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTB/ © FOUN

4N THE SERIES.

vendor name, directory.

Printout containing Purchase order information:

INCLUDE THME PURPOSE OR FUNCTION OF THE SEFIES |

Date, fund, amount, description,

Essentially the same information as Open Encumbrance by
Account Number and P.0. Number but providing totals rather than by balance.

7. RECORD SERIES FORMAT(S) 8.
O LETTER SIZE O MICROFIIM

0 LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL

BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAFE

RXOTHER( SPECIFY)

printout in binder

RECORD SERIES SEQUENCE

O ALPHAEETICAL

RXCHRONOLOG ! CAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

2. VOLUME

x® FILE DRAWER(S)

0 MICROFILM REEL(S)
ROWBEW

O COMPUTER TAPE(S)
O OTHER|SPECIFY)

10, ANNUAL ACCUMULAT ION
XR FILE DRAWER(S)
O MICROFILM REEL(S)

ROMBER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

FILE IS USED
0O pAILY

o

0 wEEKLY EKXMONTHLY

12. F{LE BECOMES

s

INACTIVE AFTER
O MONTH(S) X® YEAR(S)

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
Li1r vyEs, spECIFY sGENCY OR OFFicE)
Governmental Center - Data Services office DO yes AXxNo
15. ACCESS RESTRICTIONS 0 yES no 16, AUDIT REQUIREMENTS

(1@ ves, ci1TE LAwW(SB) & rREQULATION(S)

County
O NONE O STATE 0O FEDERAL XM |INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr YRS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

0 yEs BX NO

18. RECOMMENDED RETENT ION

Retain 2 years or until audits completed,
whichever is later, thereafter destroy.

-'NANE AND TITLE OF PREPARER 20,

J. Blodgett/County Archivist

TELEPHONE NUMEER

(301) 475-7844

21. DATE.

6/22/90

DGS $50-4 (REVISED 2/87)




INSTRUST IGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENT ION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 2783
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

oy

pace [l or 3

2. DIVISION

3. UNIT

_'EPARDAENT /AGENCY

St. Mary's County

Finance

Data Services

DEFINITION - RECORD SER]ES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

Open Encumbrances by Account and P.0O. Number

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFPOSES

5. EARLIEST YEAR/LATEST YEAR
July_1989 -To

| 6. RECORD SERIES DESCRIPTION (IRIlFLY DESCRIBE THE TYPES OF lNFORHATION/DOCUNENTB/FORNS FOUND

‘IN THE SERIES.

Weekly printout of Purchase Order data entries.
same binder giving open end transactions and balances still available.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Two reports are housed in the

7. RECORD SERIES FORMAT(S) 8.

O LETTER S1ZE O MICROFILM

O LEGAL SI1ZE U COMFUTER TAPE

‘bv.m BOOK D FLOPPY DISK
AUDIO TAPE U VIDEO TAPE

RXOTHER( SPECIFY)

printout in binder

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
0 NUMERICAL
X CHRONOL.OG | CAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

BXFILE DRAWER(S)
O MICROFILM REEL(S)
.25 O COMPUTER TAPE(S)

NUMBER D oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

xR FILE DRAWER(S)
25 O MICROFILM REEL(S)
ROMBER © COMPUTER TAPE(S)

I 1. piLe 1S usED

O DAILY O WEEKLY X MONTHLY

D OTHFR(SPECIFY)
FILE BECOMES INACTIVE AFTER

5 O MONTH(S) X8 YEAR(S)

12.

- 13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Governmental Center - Data Services office

1s R.ECORD SERIES DUPLICATED ELSEWHERE?
tir vEs, sPECIPY rGENCY OR OFFICE)
M YES D NO Procurement office

14.

15. ACCESS RESTRICTIONS O YEs XKNO

(vr ves, cite LAW(S8) & REGULATION(S)

16, AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL BXINDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (Ir YES.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/SOFTHARE)

0O YEs BX NO

18. RECOMMENDED RETENTION

Retain in office 2 years or until audits
completed, whichever is later, thereafter
destroy e P

' NAME AND TITLE OF PREPARER 20.

J. Blodgett/County Archivist

TELEPHONE NUMEER

(301) 475-7844

21. DATE

6/22/90 o

DGS 550-4 (REVISED 2/87)




INSTRYCTIQNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace [T oF ;24“[

—‘Erm /AGENCY

St. Mary's County

2. DIVISION

Finance

3.

UNIT
Data Services

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY ¥ILED
REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Budget Amendment Edit Listing & Authorization

AND USED AS A UNIT FOR

ITICN PURFOSES

EARL1EST YEAR/LATEST YEAR

July 1989 - 1o

accounts,

‘IN THE SERIES.

| 6. RECORD SERIES DESCRIPTION (BRlIFLY DESCRIBE THE TYPES OF INFOMTION/DOCUMENTB/POM FOUND
INCLUDE TMHE PURPOSE OGR FUNCTION OF THE BEFIES )

Additional printouts providing life history of Budget Amendments changes in

BXOTHER( SPECIFY)

printout in binder

O OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME

D LETTER SIZE O MICROF ILM O ALPHABETICAL RXFILE DRAWER(S)
O MICROFILM REEL(S)
D LEGAL S1ZE 0O COMPUTER TAPE O NUMERICAL .25 D COMPUTER TAPE(S)

NUWBER 0 orpp(sPECIFY)

BOOK 0O FLOPPY DISK BXCHRONOLOG I CAL )
a o
AUDIO TAPE VIDEO TAPE GEOGRAPH | CAL 10, ANNUAL ACCUMULAT ION

®WXF|LE DRAWER(S)
95 O MICROFILM REEL(S)
RUMBEE O COMPUTER TAPE(S)

O OYHER(SPECIFY) =

0 vyes O8X NO

. BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARE )

whichever is later, thereafber déétroywjl

1% piLe 1s useD . 12. FILE BECOMES INACTIVE AFTER
0 paiLy O WEEKLY EXMONTHLY Eﬁ'ﬂ' O MONTH(S) BXYEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vyes, sPpECIFY raENCY OR OFrFicE)
Governmental Center - Data Services Office 0 YEs XXNO
15. ACCESS RESTRICTIONS 0 YES BXNO 16. AUDIT REQUIREMENTS
{vwr ves, ciTe Law(B) & REGULATION(S) Count
O NONE O STATE O FEDERAL ®XINDEP NT
17. 1S AN INDEX SYSTEM USED? ey
USEDT (1F vEs.ExPLAIN 18. RECOMMENDED RETENT ION

Retain 3 years or until- audlts“completed

"J?Ainm Nang .

-3

N
v

! T
!

Bt I AR

' NAME AND TITLE OF PREPARER

J. Blodgett/County Archivist

20, TELEPHONE NUMEER

(301) 475-7844

21. DATE,

e .

6/22/90

DGS 550-4 (REVISED 2/67)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race 8§ or F

FARTMENT / AGENCY

St. Mary's County

2. DIVISION

Finance

3. WNIT

Data Services

DEF IN1T ] ON - RECORD SER'ES.A GROUP OF RELATED RECORDS NORMALLY WFIJLED

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS

Budget Amendments Journal Entry

AND USED AS A UNIT FOR
JTION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

July 1989-v¢

4N THE SERIES.

Report listing all transactions in accounts within each department.
data entry and to enter information into computer system.

8. RECORD SERIES DESCRIPTION (DRIKPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/'OM FFOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Used to verify

7. RECORD SERIES FORMAT(S)
D LETTER SI1ZE O MICROFILM
O LEGAL SIZE 0O COMFUTER TAPE

BOOK U FLOPPY DISK
0O AUDIO TAPE O VIDEO TAPE

BXOTHER( SPECIFY)

printout in binder

8. RECORD SERIES SEQUENCE
0 ALPHAEETICAL
0 NUMERICAL
X CHRONOLOG I CAL,
D GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME
RXFILE DRA¥WER(S)
O MICROFILM REEL(S)
223 ___ O COMPUTER TAPE(S)
RUMBER OTHER( SPECIFY)
10. ANNUAL ACCUMULAT JON

BXFILE DRAWER(S)
.25 O MICROFILM REEL(S)
RGMBER O COMPUTER TAPE(S)
O OTHER(SPECIEY)

I3 gi1e 15 useD

Q pAalLY 0 WEEKLY

12,
T MONTHLY 2

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
XR YEAR(S)

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROQOM}

Governmental Center - Data Processing Office

14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?

fir ves, srECIFY s0ENCY OR OPFFiCE)
‘Q YE§ XX NO

15. ACCESS RESTRICTIONS

Q yEs
(1w ves, ciTe LAW(8) & REGULATION(S)

¥ NO 16.

O NONE O STATE O FEDERAL R

AUDIT REQUIREMENTS

Count
INDEPZEDENT

17.

DYyEs 8 NO

IS AN INDEX SYSTEM USED? (i1r YES,EXPLAIN
BRIEPFLY AND DESCRIBE ANY HARDIARE/BO?TIARE)

RECOMMENDED RETENT JON

Retain 2 years or until audits completed,
whichever is later, thereafter destroy.

. NAME AND TITLE OF PREPARER

J. Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

20.

DATE ..

6/22/90

21,

DGS 550-4 (REVISED 2/87)




IHSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 2758
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace |1 _ oF _,2'_‘}_

EFARTMENT / AGENCY

St. Mary's County

2. DIVISION

Finance

3. UINIT

Data Services

DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY F]LED

4. RECORD SERIES TITLE

Transaction General Ledger

REFERENCE AS RELL AS RETENTION AND DISPOS

AND USED AS A UNIT FOR
1TION PURPOLES

5. EARLIEST YEAR/LATEST YEAR

July 1989 - To

| 6. RECORD SERIES DESCRIPTION (IRIIPI..Y DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

‘IN THE SERIES.

INCLUDE THE PURPOSE OR PUNCTION OF THE BEFIES)

A printed record of batch processing into system. Used to verify processing.

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE

BOOK U FLOPPY DISK

AUDIO TAPE 0O VIDEO TAFE

BXOTHER( SPECIFY)

rintout in binder

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
X8 CHRONCLOG ) CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME
SXFILE DRAVWER(S)
O MICROFILM REEL(S)
.25 O COMPUTER TAPE(S)
BER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

xR FILE DRAWER(S)
55 O MICROFILM REEL(S)
RGWBER O COMPUTER TAPE(S)

O OTHER|{ESPECIFY)

I 31 g(LE IS usED 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY BXMONTHLY ﬂ'ﬁgﬂ' O MONTH(S) X® YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
. tir ves, srECIFY raENCY OR OFFICE)
Governmental Center - Data Services Office O YES XXNo
15. ACCESS RESTRICTIONS O yes BXno 16. AUDIT REQUIREMENTS
{vr ves, ci1TE LAW(8) & REGULATION(S) Count
: O NONE DO STATE O FEDERAL &XINDEP
17. 1S AN INDEX SYSTEM :
= USEDT L1F vEs,m2PLAIN 18. RECOMMENDED RETENT ION
BEIEPLY AND DESCRIBE ANY HARDBWARE/SOFTWARE )
’ ’ ' Retain in office 2 years or until audits
0 yes &x NoO . c e ST
completed, whichever is later, thereafter
destroy. ' T

’7‘4% AND TITLE OF PREPARER

J. Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

6/22/90

DGS 350-4 (REVISED 2/87)




IHSTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : T
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENIURY
REVISED RECORD SERIES. FORWARD 727% WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 Q\/
PAGE J2O__ oF
(DGS 880-1) JESSUP, MARYLAND 207%4
—'EPARTMENT/AW 2. DIVISION 3. UNIT
St. Mary's County Finance Data Services

A GROUP OF RILATtD RECORDS NORMALLY F]LED

DEFINITION-RECORD SERIES-

AND USED ABS A UNIT fFOR

g 4. RECORD SERIES TITLE

Journal Entries Edit Listing by Line Number

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR
July 1989 -ro

6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/'OM FOUND

| ‘N ‘FTHE SERIES.

accounts supervised by the County.

INCLUDE THME PURPOSBE OR PFUNCTION OF THE szmzs)

Printout of data entries for adjustments (corrections, budget amendments, etc.) to
Used to verify data entry.

7. RECORD SERIES FORMAT(S) 8.
D LETTER S1ZE U MICROFILM

0 LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL

BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
R OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL

BIXCHRONOLOG | CAL
D GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
HxFILE DRAWER(S)

O MICROFILM REEL(S)

25___ 0 COMPUTER TAPE(S)
NUMEER [ orvER(SPECIFY)

ANNUAL ACCUMULAT | ON
RXFILE DRAWER(S)

95 O MICROFILM REEL(S)

RGABER O COMPUTER TAPE(S)

10.

printout in binder

O OTHER(SPECIFY)

FILE 1S USED
0O pAILY

0 WEEKLY RXMONTHLY

12. FILE BECOMES INACTIVE AFTER

ﬁ O MONTH(S) ®@XYEAR(S)

: 13, CURRENT LOCATION(S) ({BLDG.,FLOOR,ROOM)

Governmental Center - Data Services Office

IS RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, spECcIFY raEncY OR OFFicE)
0O YES XXNO

14.

15. ACCESS RESTRICTIONS 0O yves B®no 16. AUDIT REQUIREMENTS
(1" vyes, ci1TE LAW(B) & rREGULATION(S) County
. O NONE D STATE O FEDERAL BX|NDEPENDENT
17. 18 INDEX :
7. 18 AN SYSTEM USEDT (1r vEs.m>PLAIN RECOMMENDED RETENT ION

BEIEFLY AND DESCRI BE ANY HARDRBARE/BOFTWARE )

QO YES OBX No

18.
FH N RIS T o 0 an ith b e b A R

Retain in office 2 yea%si&ﬁiﬁhtﬂﬂjpﬁgi-$w
R )y LR TN P s
completed, whichever is lafé%, éﬁe%eaftér

destroy.

B

T T AT T e

! BESESS PR

. NAME AND TITLE OF PREPARER 20.

J. Blodgett/County Archivist

TELEPHONE NUMBER

(301) 475-7844

S P PO

21.

T T T Nedmen N AL s b

DATE... .....

6/é2/90

DGS 350-4 [REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 pace 2 oF ,,7“[
{DGS B8B0O-1) JESSUP, MARYLAND 20794
__‘EPAR!\ENT/AGENCY 2. DIVISION 3. UNIT
St. Mary's County Finance Data Services

DEF INI'T1ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FJLED AND USED AS A UNIT FOR

2 4. RECORD SERIES TITLE
Payroll Interface/Journal

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR
July_1989 -vo

| 6. RECORD SERIES DESCRIPTION (DRIKFLY DESCRIBE THE TYPES OF INFORNA'I'ION/DOCMNTS/'OM FOUND

TN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES)

Record of the interfacing of Payroll records into Finance records run after each
payroll is issued. Payroll uses a different software program requiring an interface
with the Finance system. Prior to July 1989 this report was known as Labor Distribution.

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
O LEGAL SIZE 0O COMFUTER TAFE

BOOK 0O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
¥XOTHER| SPECIFY)

printout in binder

8. RECORD SERIES SEQUENCE 9. VOLUME
D ALPHAEETICAL RXFILE DRAWER(S)
O MICROFILM REEL(S)
O NUMERICAL .25 0 COMPUTER TAPE(S
NOWBER ) oripp SPECIFY( )
BX CHRONCLOG | CAL, ‘ { )

D OGRAPHI CAL
e ! 10. ANNUAL ACCUMULAT ION

D OTHER(SPECIFY) BxFILE DRAWER(S)
.25 O MICROFILM REEL(S)
RUNERR U COMPUTER TAPE(S)
O OTHER(SPECIEY)

L 1%, pie 1s usep

12. F|LE BECOMES INACTIVE AFTER

O DALY O WEEKLY FXMONTHLY 2 O MONTH(S) RXYEAR(S)
RURBER
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?
t1r ves, sPECIPY raENCY OR OFFICE)
Governmental Center - Data Services Office 0 YyEs XXNo
15. ACCESS RESTRICTIONS D YES ®XNO 16. AUDIT REQUIREMENTS

{1r ves, ci1TE LAW(S8) & REGULATION(S])

Count
O NONE O STATE O FEDERAL Exlmapé’mem

17. 18 AN INDEX SYSTEM USED? (1r YRS.E>PLAIN
BREIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

Q yes OX NO

18. RECOMMENDED I'ETENTIONI

Retain 2 years or until all audits completed,
whichever is later, thereafter destroy.

tuws AND TITLE OF PREPARER

J. Blodgett/County Archivist

20. TELEPHONE NUMEER 21. DATE
(301) 475-7844 6/22/90

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
¥I1TH RECORDS RETENT ION SCHEDULE
(PGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

PAGE Z7— oF _9_"_

2. DIVISION
Finance

—'EPARTIENT /AGENCY

St. Mary's County

3. UINIT
Data Services

DEF INIT 10N - RECORD SERIES‘A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
Manual Checks

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSRES

5. EARLIEST YEAR/LATEST YEAR
July 1989 -7o

| 6. RECORD SERIES DESCRIPTION (!Rl'FLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTB/FOM FOUND

N THE SERIES.

system.

INCLUDE THE PURPOBE QR FUNCTION OF THE BEFIES )

Printout of entries for manually issued checks (handwritten) from the County.
Used to verify data entry and to enter information on these checks into the computer

7. RECORD SERIES FORMAT(S) 8.
D LETTER SIZE O MICROFILM
O LEGAL SIZE 0O COMFUTER TAPE

BOOK D FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
X OTHER( SPECIFY)

printout in binder

RECORD SERIES SEQUENCE 9.
0O ALPHAEBETICAL
O NUMERICAL
XX CHRONOL OG ) CAL,
O GEOGRAPHICAL
D OTHER(SPECIFY)

VOLUME

XX FILE DRAVWER(S)
O MICROFILM REEL(S)

.25 O COMPUTER TAPE(S)
NUMBER 0 orppr(sPECIFY)

$10. ANNUAL ACCUMULAT ION
XX FILE DRAWER(S)
.25 DO MICROFILM REEL(S)

RUMBER O COMPUTER TAPE(S)
O QOTWMFR(SPECIFY)-

1% piLe 1S useD
U pDAlLY

O WEEKLY X MONTHLY

12. p|ILE BECOMES

FfEEE

INACTIVE AFTER
O MONTH(S) XX YEAR(S)

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Governmental Center - Data Services Office

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vEs, sPECIFY raENCY OR OFFICE)
0O YEsS OQxXNO

15. ACCESS RESTRICTIONS
{(ir ves,

O YES HXXNO
CITE LAwW(8) & rREGULATION|S)

16. AUDIT REQUIREMENTS

Count
O NONE O STATE 0O FEDERAL XK INDEP NT

17. IS AN INDEX SYSTEM USED?! (1P YRS.EXPLAIN
BRIEFLY AKND BDESCRIBE ANY HARDBARE/SOFTHARE,

0 yEs ™ No

18. RECCOMMENDED RETENT ION

Retain 2 years or until audits completed,
whichever is later, thereafter destroy.

. NAME AND TITLE OF PREPARER 20,

J. Blodgett/County Archivist

TELEPHONE NUMEBER

(301) 475-7844

21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)




IHSTRYCTIQNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : -
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REV ISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 : |
é&é o] ,2
(OGS 380-1) JESSUP, MARYLAND 20794 PAGE F
—'EFARTMENT/AGENCY 2. DIVISION 3. UNIT
St. Mary's County Finance Data Services

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
MEFERENCE AS WELL AS RETENTION AND DISPOS|TION PUBPOSESR

DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE ' ’ 5. EARLIEST YEAR/LATEST YEAR
July 1989 = To

Bank Reconcilation

BRIEFLY DEBCRIBE THE TYPES OF INFOMTION/DOCMNTG/POM FOUND

i 6. RECORD SERIES DESCRIPTION |
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES)

Reconciled check register and outstanding check lists printed on a monthly
basis and used to compare and reconcile with bank statements. Notes on changes
to be made included on printout.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME

O LETTER S1ZE O MICROFILM O ALPHABETICAL X FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE 0 NUMERICAL 25 O COMPUTER TAPE(S)
NUMBER 0 orpeR(sPECIFY)
BOOK O FLOPPY DISK 8 CHRONOL.OG | CAL, .
a] o]
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULAT ION
¥ OTHER({ SPECIFY) O OTHER(SPECIFY) ZXFILE DRAWER(S)
A .25 O MICROFILM REEL(S)
printout in binder RUONGBER O COMPUTER TAPE(S)
O OTHER(SPECIFY)
| 1. piLe 15 useD 12, FILE BECOMES INACTIVE AFTER
U DAILY O WEEKLY XX MONTHLY 2 O MONTH(S) X% YEAR(S)
RUNEER
© 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
ti1r vyes, sPECiFY roEncy OR OPFicE)
Governmental Center - Data Services Office O vyes OXno
15. ACCESS RESTRICTIONS O vyes HAXno 16. AUDIT REQUIREMENTS
{1 vyes, ci1TE LAW(S8) & REGULATION(S) County

O NONE O STATE 0O FEDERAL ¥X INDEPENDENT

17, 1S AN INDEX SYSTEM USED? (1r YES.EXPLAIN

18. RECOMMENDED RETENT ION
. BRIEFLY AKND DESCRIBE ANY HARD'ARE/'OFT'ARE, .

Retain 2 years or until audits completed,

0 . .
YES TX NO whichever is later, thereafter destroy.

' NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

J. Blodgett/County Archivist (301) 475-7844 6/22/90

DGS 550-4 (REVISED 2/87)




INSTRUGTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : N
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE J/(’{ OF ,2\,{
(DGS 880-1) JESSUP, MARYLAND 20794
—F’ARTMENT/AGENCY 2. DIVISION 3. UINIT
St. Mary's County Finance Data Services

DEFINIT}ON-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS NELL AS RETENTION AND DISPFOS|TION PURFOBES

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
Cash Receipts & Journal Entries 1987 - To

| 6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF INFORHATION/DOCMNTG/FOM FOUND
‘IN THE SERIES. . INCLUDE THE PURPOSBE OR FUNCTION OF THE BEFRIES |

Report forms used by each department to record deposits of cash receipts. Data
entry is made from these forms.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE 9. VOLUME
3% LETTER SIZE O MICROFILM O ALPHABETICAL X FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE U COMFUTER TAPE O NUMERICAL 3 O COMPUTER TAPE(S)
RUMBER ) orppp(sPECIFY)
’Dmn BOOK D FLOPPY DiISK ¥k CHRONOLOG I CAL .
AUDIO TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) % FILE DRAWER(S)
1 O MICROFILM REEL(S)
ROWBER U COMPUTER TAPE(S)
O OTHER(SPECIFY)Y

P11 giLe 1S USED 12. FiLE BECOMES INACTIVE AFTER
U DAILY 0 WEEKLY XX MONTHLY 2 O MONTH(S) BXYEAR(S)
NUNBEE
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
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